EL SHINTA PRIMADONA, S. Sos.



Perum Pondok Duta I, Jl Taman Duta I /no.2. Kel Tugu Kelapa Dua Cimanggis, Depok 
Tel : (021) 8702648, 0812 816 0228
Email: elshintaprimadona@yahoo.com; elshintaprimadona@gmail.com





Objective: 

· An opportunity to fully utilize my skills in accomplishing my job responsibilities that can offer me a challenging career in mid-upper level managerial position.

Personal Summary:

· Extensive experience in project implementation, management, monitoring and reporting on multilateral funded projects. 

· Experienced in information service, administrative, and public relations skills. 

· Extensive network with various media contacts, NGOs, Donors, and government / private sectors

· Experienced in advanced writing skill in English and Bahasa Indonesia and consecutive translations from English to Bahasa Indonesia vv. Familiar with the applications of Microsoft Windows 2000.

· A hard worker, proven ability to work in a team or independently under minimum supervision
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PROFESSIONAL EXPERIENCE:

ENGLISH NEWS SERVICE, TVRI Senayan Jakarta

Period:January–August  2012
Position: English News Translator

RESPONSIBILITY:

Daily translating news from Bahasa Indonesia into English

PRIMADONA TRANSLATION




Period: January 2003 -present

Self-business, list of clients available at my simple blog:

www.primadonatranslation.blogspot.com
THE WORLD AGROFORESTRY CENTRE/ICRAF

Period: January – April 2007

Position: Program Assistant SEANAFE

RESPONSIBILITY:

1. Write project activity updates for SEANAFE e-news and coordinate the uploading of the same with ICRAF-SEA IT Support Unit

2. Assist in writing and packaging SEANAFE mid-year and annual reports

3. Assist in designing and packaging SEANAFE’s promotional materials

4. Provide administrative and communication services to program managers and the team, and to help coordinate activities among the team and partners, to ensure smooth implementation of progam activities

5. Organize program activities related to training workshop, cross visit and internal and external meeting

6. Maintain and update contact database of country network institutions, partners, and collaborators, and mailing list of SEANAFE publications 

EXXONMOBIL OIL INDONESIA INC. (EMOI)
Period: 2 September-31 Jan. 2003

Position: Public Affairs Assistant (temp.)

RESPONSIBILITY:

1. Responsible for the compilation and dissemination of Daily News by scanning all publications of local/national/internet publications, identify articles related to ExxonMobil and its operations. This include topics that could become potential issues to the company (i.e. oil & gas, politics, economy, government, other Production Sharing Contractors)

2. Translate and summarize articles re. EMOI publications and relevant topics 

3. Draft press release a week prior to event for various EMOI events and incidents

4. Draft & distribute materials for response statement to media inquiries/letter to editor

5. Maintain news log of articles related to ExxonMobil operations in Indonesia

6. Maintain media analysis of articles related to ExxonMobil operations in Indonesia

INTERNEWS INDONESIA



Period: 12 June 2001–12 June 2002

(USAID/OTI funded project)

Position: Project Assistant/Translator, TV Training Dept. 

RESPONSIBILITY:

1. Disseminate advertisement on TV training through various printed and electronics media

2. Serve as the main person for getting information on TV journalism training and project operation

3. Assist the Resident Advisor in composing our Training for Trainer program, in order to prepare Indonesian TV Journalism Trainers that consists of senior professionals from various local TV stations

4. Assist the Resident Advisor in selecting TV trainees and recruitment process

5. Perform consecutive translation for International Consultants during courses and seminars 

6. Translate documents including training hand-outs, training books, correspondence, web content and many other publications

7. Responsible for web content, training hand-outs, training books, training videos and other publications

8. Check, edit, and lay out training documents translated by other staff members 

9. Provide financial and logistical support for training courses and project day-to-day operation.  

Note: Formerly worked as Freelance Interpreter to Radio Production Unit Internews Indonesia (from 15 March 2001 to 15 May 2001)

MERCY CORPS INDONESIA (MCI)


Period: 9 Nov. 1999–14 March 2001

(a USDA/USAID funded project)

Position: Liaison & Training Officer, Grants Project

RESPONSIBILITY:

1. Identify training/learning opportunities for local NGOs to be funded by MCI

2. Identify resources that Grants Project can use to provide training for the local NGOs

3. Provide bilingual reports on impact of capacity building activities

4. Assist NGOs, both who are directly implementing MCI funded projects and others who work or may work on food security projects, to identify areas where they may need support

5. Monitor NGO project activities through field visits and provide bilingual written reports

6. Disseminate information to local NGOs regarding Grants Program on every round

7. Set up the content of MCI website, Leaflet/Newsletter on the activities of Grants Project  

THE BRITISH COUNCIL




Period: 10 July 1995–September 1998 

Position: Education & Environment Projects Assistant

RESPONSIBILITY:

1. Make arrangements for promotional, orientation, and pre-departure briefing to the clients (the World Bank and ADB funded government officials)

2. Prepare bilingual contracts and draft costing 

3. Present proposal to the clients and make agreement for the contract format 

4. Communicate with United Kingdom universities over trainees’ placement

5. Conduct regular meeting with clients and provide trainees’ regular financial & academic reports

6. Communicate with headquarter and clients over the submission of invoices, accounting, trainees’ monitoring and academic progress reports 

7. Arrange seminars/trainings and budget commitment for the science, health, and environmental projects in liaison with the British and Indonesian Research Center. 

FREELANCE WORK EXPERIENCE (August, November, December 2004 & 2005):

As an interpreter to the Mercy Corps Indonesia for a half day workshop in health project

As an Interpreter to the US Consultant for Koalisi Perempuan Indonesia strategic meeting

As a Note-taker in the national conference held by the United Nations Development Program 

Education:
Bachelor degree in Social Sciences/Public Relations, Faculty of Communication, The University of Prof. Dr. Moestopo (Beragama), Jakarta (certified, 2001)

Certificates:

· TRANSLATION WORKSHOP, held by IPPM Menteng from January to June 1992 (certified, 1992) 

· ENGLISH COURSE, (from basic to post intermediate level) held by Perhimpunan Persahabatan Indonesia Amerika / PPIA (certified, 1987)

Languages Proficiency: English (excellent, verbal and written); Bahasa Indonesia (excellent)



